Bonneville Power Administration

Fish & Wildlife
Contract
Management Manual

April 30, 2004

Summary of Noteworthy Revisions

Date Summary of Revision Revised Sections/Pages
November 7, 2003 Original issue date
December 3, 2003 Invoice performance period Section 6.2 paragraph C 1 b (page 18)
clarified Section 6.2 paragraph D 2 (a) 6 (page 20)
April 30, 2004 Wording clarifications Pages 4,5,16-19, 21-23, 28-31

throughout; new Invoice wording
and updated Checklist; Additional
Acronyms

Changes which are new to contractors are in Red bolded Font.
Changes which are proposed for deletion are crossed out and highlighted in yellow.




Table of Contents

Only the sections shown in beld are included in this version of the Manual. The remaining
chapters and sections are included only to provide the reader with a general list of topics that
BPA is considering adding to the Manual in the future. See Scope, page 1, for more information.

PART I:  Planning
Chapter 1  Multi-year Contracting Program (future topic)
PART Il: Pre-Award Process
Chapter 2 The Solicitation and Review Process (future topic)
2.1 Solicitation, Review, and Decision (future topic)
2.2 Non-Contract Dispute Resolution (future topic)

PART Ill: From Proposal to Contract or Grant

Chapter 3  From Proposal to Contract or Grant (future topic)
3.1 Contracts vs. Grants (future topic)

3.2 Timely Contract Execution and Unauthorized Work.............ccoceveuensueennee 4

3.3 Statement of Work and Budget (future topic)

3.4 WOrk SChedules ......iioueiieenneeninensenssnensenssnensncssnecsnssssesssassssesssssesssssssesses 6
Exhibit 3.4 Sample Work Schedules for BPA Projects ......cccccceveeecunnncee. 8

3.5 SPending CaPS ...ccceverievverecssnncsssnncsssncssssncssssssssssesssssesssssesssssesssssssssssssssssssssss 10
Exhibit 3.5 Spending Caps and Spending Plans: Cases 1 and 2.......... 13

3.6 NEPA, ESA and Permits (future topic)
3.7 BPA-Contractor Communication, including Roles and
Responsibilities of the Project Manager vs. CO vs. COTR (future topic)

PART IV: Project Management and Contract Administration
Chapter 4  Project Management (future topic)
Chapter 5  Contract Administration
5.1 Requisitions (future topic)
5.2 Delegations (future topic)
5.3 PR Package Checklist (future topic)

Chapter 6  Invoicing and Payment

6.1 Allowable and Unallowable CoStS .......ccueeivvrrcsinicssnncssnncssnnncssnencssssnesanns 15
6.2 Submittal of Proper and Timely INVOices.......cccccceereuercssnicscercssnnrcscnnscsnns 18
6.3 Invoice Review and APProval........ieicseninssnecssencssnncsssencssseecssssscssnns 26

6.4 End-of-Performance Period and Final Invoices (future topic)

F&W Contract Management Manual 5/7/2004
Page 1



6.5 Contract Dispute Resolution (future topic)

Chapter 7 Reporting Requirements
7.1 Progress Reporting (future topic)
7.2 Technical Reports (future topic)
7.3 Biological Opinion/RPA Reporting (future topic)

Chapter 8 Contract Closeout (future topic)

Appendices:
Appendix A: Glossary of Acronyms and Terms..........ceieccvrcsssnncssnicssnicssssncssssscssssssssnns 30
APPENdiX B: WAIVETS ..cueeiieiiveiicnissniicsissnnnicsssnsicssssssssssssssssesssssssssssssssssssses 31
F&W Contract Management Manual 5/7/2004

Page 2



SCOPE

This Contract Management Manual is intended to facilitate timely processing and consistent
implementation of Fish and Wildlife contract and financial assistance agreements. We hope that
contractors as well as BPA's Contracting Officers, Project Managers, and Contracting Officer's
Technical Representatives will find it useful. Contracting Officers and COTRs may not waive
the requirements of this Manual without written approval of the Vice President of EF&W (or
delegate). In addition to this general requirement, this Manual explicitly lists several policies of
particular importance that require waivers. See Appendix B, Waivers.

The scope of this Manual does not include the process established by the region to solicit,
review, or fund proposals submitted by sponsors. Most of the policies in this Manual are
oriented toward the development and administration of contracts. This Manual does not
supersede the provisions of any individual contract or financial assistance agreement. This
Manual does not supersede the Bonneville Purchasing Instructions (BPI).

We, at BPA, hope this Manual, in combination with our other efforts, will be instrumental in our
drive towards excellence in both contract and financial management of BPA's Fish and Wildlife
program.
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PART Ill: From Proposal to Contract or Grant

Chapter 3 — From Proposal to Contract or Grant

Section 3.2: Timely Contract Execution and Unauthorized Work

A. Introduction

BPA is developing policies and procedures to ensure that contracts are awarded on a timely
basis. BPA will work with contractors to minimize incidences in which contractors are working
without a contract, working after expiration of an existing contract, or working on a temporary
contract extension without a finalized Statement of Work and budget. The following policy is
the first step of several that are needed to meet this goal.

B. General Policy

BPA intends to:
1. establish standards for executing contracts on a timely basis,
2. measure performance in meeting those standards,
3. implement systems to reduce lead times, and
4. eliminate the common practice of allowing time extensions when contracts cannot be
executed before work is scheduled to begin.

C. Specific Policy

1. Definitions

“Fully Executed Contract” means a contract that includes a negotiated Statement of Work
and budget for the full contract period, includes all applicable contract terms and conditions,
and 1s signed by both the BPA Contracting Officer and the contractor.

“Contract Lead-Time” means the period of time beginning when the contractor provides the
BPA Project Manager/COTR a minimally acceptable contract package (statement of work,
budget, and supporting documentation) and ending when both parties have executed the
contract.

2. Lead Times

a. BPA intends to ensure Contract Lead Times are significantly reduced during FY2004.
BPA is undertaking several initiatives to reduce lead times, including ensuring that BPA's
approval of the annual project budgets is announced as far in advance as possible prior to
the beginning of BPA's fiscal year (October 1).

b. Contractors shall submit their proposed Statement of Work, budget, and Work Schedule
at least 90 days before the work is scheduled to begin (new contracts) or the existing
contract period expires (contract renewals). This lead-time is important to allow time to
resolve questions and ensure both parties have time to sign the contract before work is
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scheduled to begin. BPA will complete the implementation of this policy in 2005.
During 2004, BPA will work with contractors to transition to this policy, particularly
with regard to the lead time needed for the contractor to obtain their final internal
approval to sign the contract.

c. In order to reduce lead times and improve collaboration, BPA's CO and Project
Manager/COTR shall jointly review the contractor's proposed Statement of Work,
budget, and supporting documents making one list of questions or concerns, if necessary,
that then are jointly discussed with the contractor.

3. Unauthorized Work

a. Contractors may not begin work without a contract signed by the BPA Contracting
Officer or other explicit authorization by the Contracting Officer. BPA will not pay for
work performed prior to such authorization. COTRs shall not encourage or allow a
contractor to begin work without such authorization. This requirement applies to both
new contracts and contract renewals.

b. COTRs shall not extend contracts to allow time to negotiate and sign a contract renewal
without first obtaining written approval of the Vice President of EF&W (or delegate).
See Appendix B, Waivers. COs shall inform the Vice President (or delegate) if they
extend a contract without such prior approval, including instances where the extension
was necessary for the CO to complete their part of the process rather than allowing the
contract to expire. No cost time extensions to complete work that does not otherwise
involve a renewal of the contract are not subject to this paragraph.

c. Ifthe contractor has received a temporary extension or authorization from the CO, BPA
will not pay for such work until the Fully Executed Contract is complete (signed by both

parties). Fhisrequirementmay-be-waitved Only by the Vice President of EF&W (or

delegate) may waive this requirement. See Appendix B, Waivers.
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Section 3.4: Work Schedules

A. Introduction

A Work Schedule is a summary of the contract condensed into one table. A Work Schedule lists
the start/end dates and estimated budget for each task.

B. General Policy

Work Schedules shall be used:

1. As a planning tool to ensure a mutual understanding between the COTR and the
contractor before the contract is executed.

2. As aproject management tool for monitoring planned progress/costs against actual
progress/costs.

3. As a contract management tool to ensure that if actual progress/costs vary significantly
from planned progress/costs, the parties have adequate time to obtain approvals to change
either the contract tasks or budget. This is particularly important to ensure neither the
fiscal year Spending Cap nor the contract ceiling are exceeded. BPA plans to use Work
Schedules in conjunction with a separate BPA-generated report which will track actual
contract expenses based on invoices received from the contractor.

C. Specific Policy

1. Prior to Contract Execution

Prior to contract execution, the contractor shall submit a draft Work Schedule with the
proposed Statement of Work and contract budget. The Work Schedule should not be
incorporated into the contract since it is intended as a working tool to be updated without a
formal contract amendment.

Work Schedules must contain the following elements in one table:

1. List of each objective and task.

2. Start and end date for each task (by month and year).

3. An estimated total budget amount for each task. If requested, the contractor shall also
provide a separate breakdown of the labor hours associated with each task. Costs that are
allocated across multiple tasks (e.g., indirect rates or equipment used in multiple tasks)
may be either listed as a separate line item or allocated among the appropriate tasks.

4. Reference information including:
= Contractor name
= Contract number
= Contract budget period
= Name of person who prepared the Work Schedule and date.

Work schedules should not include more detail than necessary for the contractor and COTR
to develop an overall plan before contract execution and to assess progress during the
performance of the work.
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2. After Contract Execution

The COTR shall review the Work Schedule with the contractor on a regular basis to keep
informed of progress and to determine if corrective action is appropriate. COTRs are
encouraged to discuss the Work Schedule when certifying invoices. BPA acknowledges that
the costs allocated to each task are estimates and that variation between estimated and actual
costs is likely to occur.

After contract execution, revisions to the Work Schedule may be made without modifying
the Statement of Work and budget unless the changes:

a. increase the total contract cost ceiling,

b. shift work into the next contract budget period, or

c. resultin a change to the scope of the contract.

The Contractor shall update the Work Schedule in writing. Although this can occur any time
during the year, it is particularly important to do so if changes occur that are likely to impact:
a. upcoming Regional progress reviews
b. the contract ceiling or the completion of tasks after the current contract budget year
expires, or
c. the Spending Cap for the next BPA fiscal year.

3. Sample Work Schedules

Two sample Work Schedules are shown in Exhibit 3.4. The contractor may use any tool
(e.g., Microsoft Project, Excel, Word, Word Perfect, etc.) as long as the minimum
requirements above are met. Work Schedule templates are posted on the F&W Website
(under “Information for F&W Contractors”).

D. Implementation

BPA is collaborating with the Business Practices Committee and Template Subcommittee to
create integrated templates for Work Schedules, Statements of Work, Budgets, etc. These
committees include representatives from the Council staff, Columbia Basin Fish and Wildlife
Authority, individual contractors, and BPA. The Work Schedules in this version of the Manual
are likely to evolve as we develop and implement all of the templates in 2004. For this reason,
BPA will implement this policy with the understanding that changes may be needed to integrate
these Work Schedule requirements with other templates that have not yet been developed.
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Exhibit 3.4 Sample #1: Work Schedule
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WORK SCHEDULE

Contractor:
Contract Number:
Contract Period:
Prepared by:
Date:

Exhibit 3.4 Sample #2: Work Schedule

NOTE: Costs that are allocated across multiple tasks (e.g., indirect rates or equipment used in multiple tasks) may be either listed as
a separate line item or allocated among the appropriate tasks.

Objective / Task
Number

Objective / Task Description

Estimated Total
Budget By Task

Task Start Date
(molyr)

Task End Date
(molyr)

. PLANNING AND DESIGN

Objective 1

Task 1.1

Objective 2

Task 2.1

Task 2.2

Task 2.3

1. CONSTRUCTION AND IMPLEMENTATION

Objective 1

Task 1.1

Task 1.2

Task 1.3

lll. OPERATIONS AND MAINTENANCE

Objective 1

Task 1.1

Task 1.2

IV. MONITORING AND EVALUATION

Objective 1

Task 1.1

Task 1.2

Total Budget
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Section 3.5: Spending Caps

A. Introduction

BPA has established Spending Caps to ensure total contract expenditures within a Fiscal Year do
not exceed the total amount budgeted for that Fiscal Year (October 1-September 30).

B. Policy

1.

At the time of contract execution or renewal, a Spending Cap shall be included in the
contract that limits expenditures for the F&W Program Fiscal Year (begins October 1 and
ends the following September 30.) The amount of the annual Fiscal Year project budget
set by the Council and BPA will also become the amount of the Spending Cap. if:

a. The contract term begins on October 1 and ends on September 30, or

b. The contract term begins on any other date and all of the following criteria are met:

1. there is only one contract under the project budget set by the Council and
BPA,
ii.  the annual Fiscal Year budget does not change by more than 5% between
Fiscal Years, and
iii.  the seasonal spending pattern does not vary significantly between contract
years.

See Exhibit 3.5, Simple Case #1 for an example of this policy.

If the criteria established above do not apply, the COTR and their manager, in

consultation with the contractor, shall establish the Spending Cap based on their best

estimate of the dollar amount needed to accomplish work planned during the Fiscal Year
within the limitations established by the Council and BPA. For contracts renewed in the
last half of the Fiscal Year that have an annual Fiscal Year budget that exhibits
significant variations in any of the criteria in 1(b), above, the COTR should work closely
with their manager and the Council in advance of the contract renewal date to determine
the appropriate Spending Cap amount, while taking into account the specific Fiscal Year
budget recommended by the Council.

See Exhibit 3.5, Complex Case #2 for an example of this policy.

Both the Contractor and COTR shall regularly monitor planned vs. actual expenditures to

ensure that the Spending Cap is not exceeded. Contractors may find it helpful (but are

not required) to prepare spending plans to track their total planned spending by month.

See Section C2, below for more information. Exhibit 3.5 provides examples of simple

spending plans.

If the Contractor's total actual and forecasted expenditures are expected to exceed the

Spending Cap, the Contractor must notify the CO in writing as required by Clause

22.100.

a. The BPA COTR and their manager will consult with the Council if the project needs
additional funding. This will generally occur during the quarterly program status
review, as projects that are under-spending are reconciled with those that need
additional funding. Any revisions to Spending Caps must be approved by the Vice
President of EF&W (or delegate). See Appendix B, Waivers.
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b. If funds are available and the CO determines that the Spending Cap should be
increased to include additional funds, the COTR will prepare a Contract Change
Request for the CO to increase the current Spending Cap.

c. If funds are not available, the CO, in consultation with the COTR, will work with the
Contractor to help prioritize tasks and determine which work can continue without
exceeding the Spending Cap.

C. Implementation

1. The following clauses will be added to contracts when they are executed or renewed.
Add to the SCHEDULE OF ITEMS:

SPENDING CAP AMOUNT 22.105 (October, 2003)

BPA acknowledges the 12-month statement of work and budget submitted by the Contractor.
The 12-month budget is $ for the period through . BPAis also
setting a BPA fiscal year Spending Cap of $ for the period October 1, 2003 through
September 30, 2004. The Contractor shall not exceed the Spending Cap pursuant to clause
22.100, Spending Cap Limitation.

Add to the Terms and Conditions:
SPENDING CAP LIMITATION 22.100 (October, 2003)
Notwithstanding contract clause 22-7:

(a) The Contractor agrees to use its best efforts to perform the work specified in the Schedule
and all obligations under this contract within the established Spending Cap.

(b) For purposes of determining if and when the Spending Cap will be exceeded, the Contractor
shall include all actual and forecasted expenditures under this contract, both direct and
indirect, for the period October 1 through September 30 of the years shown in the Schedule,
whether or not already invoiced or paid.

(c) The Contractor shall continuously monitor its expenditures to ensure the Spending Cap is not
exceeded. The Contractor shall notify the CO, in writing, as early as possible if the sum of
the actual and forecasted expenditures is expected to exceed the Spending Cap. The
Contractor shall indicate to the CO the reasons its expected expenditures will exceed the
Spending Cap and the amount of the adjustment to the Spending Cap needed to continue
performance through September 30.

(d) BPA is not required to reimburse the Contractor for costs incurred in excess of the Spending
Cap. Any costs incurred by the Contractor in excess of the Spending Cap are at the
contractor's risk. The Contractor is not obligated to continue performance under this contract
(including actions under the Termination clause of this contract) or otherwise incur expenses
in excess of the Spending Cap until the CO notifies the Contractor in writing that the
Spending Cap has been increased.

(e) Only the CO has the authority to adjust or modify the Spending Cap. No notice,
communication, or representation from any person, other than the CO, shall affect the
limitation in this contract.

2. BPA is working with Council staff, the Columbia Basin Fish and Wildlife Authority, and
others to implement Spending Caps and rescheduling. For this reason, the policies in this
section will evolve during 2004. Contractors may find it helpful (but not required) to
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prepare monthly spending plans to track total planned spending by month. Such
spending plans should enable contractors to improve the management of projects
consistent with basic project management principles including the ability to track
planning spending vs. actual spending. Exhibit 3.5 provides examples of simple
spending plans. Templates for Spending Plans are available on the F&W “Information
for Contractors” website.
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Exhibit 3.5 Case #1: Spending Caps and Spending Plan
Simple Case #1: Spending Caps and Spending Plan

This case is based on the F&W Policy Manual, Section 3.5 B 1

Assumptions:

Contract Period: April 1-March 31
FYO03 Budget is $300,000 and increases less than 5% each year (4% in this case)

FY 04 Council/BPA approved budget and Spending Cap is $312,000 for the Oct-Sept period
Seasonal spending pattern does not vary significantly between contract years

Fill in shaded cells

PLANNED SPENDING BY MONTH (8 in thousands)
Total
Planned
2003 2004 2005 Spending
(Budget) in
thousands
Current Contract Year (2003) 1012035145170 [7515|10] 51 5| 5] 5 $ 300
Next Contract Year (2004) 1121364671 |76]|16]|11| 6] 6| 6 | 6] $ 312
Current Fiscal Year (04)
(10/1/03-9/30/04) IS|10 5 S|S|5]|11]21)36]46]71|76 $ 306
Conclusion: FY 04
Spending plan ($306,000)
is within the Council-
recommended Budget
($312,000) and the
Spending Cap ($312,000)
5/7/2004
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Exhibit 3.5 Case #2: Spending Caps and Spending Plan

Conclusion: FY 04 Spending plan ($457,000) is significantly higher than the Council-recommended FY04 budget and

Spending Cap ($312,000). Contractor and COTR should either negotiate a significantly lower 2004 contract budget or obtain
Council/BPA approval to increase the Spending Cap.
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PART IV: Project Management and Contract
Administration

Chapter 6 — Invoicing and Payment

Section 6.1: Allowable and Unallowable Costs

A. Introduction

This Manual supplements the following regulations that describe allowable and unallowable costs under Federal
contracts and financial assistance agreements:

State, tribal, local governments OMB Circular A-87

Nonprofit organizations OMB Circular A-122

Educational Institutions OMB Circular A-21

Commercial organizations BPI Appendix 13A

Federal agencies BPA will use the principles of OMB Circular A-87

as a guide to determine allowability of costs.

These costs can accrue as either direct costs to specific contracts or as indirect costs. Direct costs are defined as
any cost that can be identified with a specific contract. Indirect costs are defined as any cost that cannot be
identified with a specific contract and instead benefits or supports multiple contracts or multiple cost objectives.

B. General Policy

1. COTRs may not allow direct costs that are specifically disallowed by this Manual unless approved by
the Vice President of EF&W (or delegate). See Appendix B, Waivers.

2. Ifacost is not specifically disallowed by the applicable OMB Circular or BPI Appendix 13A, BPA has
the authority to determine specific policy for which costs will be allowed as a direct expense of contracts
supporting the Fish and Wildlife program.

3. Generally, costs will only be authorized that are clearly in direct support of the tasks identified in the
contract Statement of Work.

C. Specific Policy

In order to extend program accomplishments as far as possible and to provide consistent guidance to our
contractors, the following policies are established as to what will be allowed as a direct charge against a
contract in support of the Fish and Wildlife program. Disallowed costs may be incurred as a cost share by the
contractor or (assuming it is allowed by the applicable OMB Circular or BPI Appendix 13A) they may be
incurred as an indirect expense if they benefit multiple contracts and are approved by the Cognizant Audit
Agency in the negotiated indirect cost rates.

1. Uniforms: Uniforms are not allowed as a direct cost unless 90% or more of the employee's time is
allocated to the contract or other BPA contracts and the contractor has an established policy that requires
employees to wear uniforms. A copy of the uniform policy must be provided with the SOW
package.

2. Fundraising and Co-Funding: Costs incurred in support of fundraising activities are not allowed as a
direct cost. Time spent on grant applications or co-funding is allowable if the approximate amount of
time is identified in the Statement of Work.
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3. Lobbying: In no situation will a contractor be allowed to use BPA F&W program funds to finance
lobbying activities.

4. Memberships and Publications: Costs for memberships and publications are generally not allowed
unless they directly support a specific BPA contract requirement and have been specifically approved in
the negotiated Statement of Work and contract budget. For example, publications may be appropriate
and allowable for research projects in which certain publications are needed to complete the
requirements in the Statement of Work. See “General Professional Development” below for
circumstances in which BPA may pay for memberships and publications that support general
professional development.

5. Participation in Meetings: Costs incurred in participating in meetings are allowed as a direct cost only
when the meeting attendance directly benefits the BPA contract or otherwise directly supports BPA
F&W program activities. (Examples of allowable meetings include: a) attendance at a contract
workshop put on by BPA for the F&W contractors; b) yearly planning meetings for annual operations
plans for hatcheries that are directly integral to BPA-funded projects; c) coordination plans for BPA
related multi-agency projects, d) Prejeet Program Status Review meetings.)

6. Conference Attendance: Costs incurred in attending conferences are allowed as a direct cost only if:
a. the contract is primarily for research ;studies; or evaluation projects and information transfer is a

primary objective (greater than 50%) of the contract, and,
b. conference attendance has been included in the BPA-approved Statement of Work and contract
budget.
Conference attendance for other types of contracts is considered “General Professional Development”
and is not allowable as a direct cost.

7. Certification, Licenses, and Safety Training: Training to obtain or maintain certifications and
licenses as well as safety training is allowable if it is necessary to perform the technical aspects of the
Statement of Work. Examples include CPR training, First Aid training, safety training, All Terrain
Vehicle licensing, Electro-fishing certification, etc., if they are needed to perform the contract Statement
of Work. It does not include attendance at conferences or General Professional Development as defined
below.

8. General Professional Development: The costs for General Professional Development are not
allowable as a direct cost. BPA expects contractors to hire specialists already qualified and able to
perform the tasks outlined in the approved project proposal and Statement of Work. For example,
specialists should be knowledgeable and trained in such topics as data collection, NEPA writing skills,
survey protocol, GIS, GPS, monitoring, etc., if these tasks will be performed within the life of the
project. If the specialist does not have these skills when hired, it is the responsibility of the project
sponsor to pay for training, travel, and time for the individual to obtain these critical skills. “General
Professional Development™ includes:

a. costs for memberships and publications not specifically allowed under “Memberships and
Publications,” above,

b. general business training such as training in Excel, Word, etc,

c. training that promotes general professional development in the Fish and Wildlife Program, and

d. conferences not specifically allowed under “Conference Attendance,” above.

9. Fringe Benefits: Fringe rates may change during the contract period as a result of increased or
decreased costs such as a change in employee health benefit costs. The contractor shall notify the CO
immediately if the fringe benefit rate changes during the contract period.

10. Indirect Costs: These costs are negotiated by either the CO at the time of contract award or by the
Cognizant Audit Agency as an approved indirect cost rate. The “Cognizant Audit Agency” is the
Federal agency assigned responsibility for approving the indirect rates that will be used for all Federal
contracts. The contractor cannot bill a different rate than the current approved indirect cost rate. If the
Cognizant Audit Agency negotiates a new rate during the contract period, BPA is obligated to pay the
indirect costs at the new approved rate (nete:—theratesgo-up-and-doewn). The contractor shall notify the

CO immediately if the indirect cost rate changes during the contract period. Note: If an indirect rate
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proposal has been submitted to the Cognizant Audit Agency but not yet approved, the Contractor may
include the proposed indirect rate in their budget. The budget may be approved with a proposed (not yet
approved) indirect rate. However, the contractor can only bill BPA at the rate currently approved by the
Cognizant Audit Agency (not the proposed rate). When a revised rate is approved, the contractor shall
bill for any balance due or credit BPA for any overcharges.

11. Cars and Trucks: BPA’s Fish and Wildlife Program will no longer purchase vehicles for use on its
contracts. Instead, required vehicles will be leased. Exceptions to this policy will be made only in
extreme circumstances. If a contractor feels they have a requirement necessitating an exception to
policy, they must present a written explanation of the need for the exception to their COTR. If the
COTR concurs with the exception to policy, the request will be forwarded to their first line
manager for approval. Upon approval of the first line manager, the request for exception to
policy will become a part of the contract package and forwarded to the Contracting Officer.

D. Implementation of this Section

BPA acknowledges that, at the time that this Manual became effective, many existing contracts included
Statements of Work and budgets that may either:
1. not clearly identify costs that are only allowable under this Manual if included in the Statement of Work
and Budget, or
2. identify certain costs in the approved Statement of Work and budget that are not allowable under this
Manual.
For this reason, BPA will phase in the complete enforcement of this Section as new contracts or contract
renewals are executed.
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Section 6.2: Submittal of Proper and Timely Invoices

A. Introduction

This section defines a proper invoice and identifies F&W invoicing policies. It should be read together with
Section 6.3, Invoice Review and Approval.

B. General Policy

Contractors are responsible for submitting proper invoices for payment. BPA Fish and Wildlife will no longer
correct improper invoices, subject to the implementation policy below. Improper, non-itemized and/or
incomplete invoices will be returned to the contractor without processing for payment until a corrected invoice
is received.

BPA intends-te-eventaally will transition all F&W contracts to:

1. Limit the frequency of invoicing to no more frequently than monthly,

2. Establish a standard for timely payment of invoices of “Net 30.”
BPA acknowledges that many F&W contractor's accounting systems are not currently set up to meet these
objectives. For this reason, BPA intends to implement them over a period of time to ensure consistency and
equitability among contractors.

C. Specific Policy

1. Proper Invoice and Documentation: Improper, non-itemized and/or incomplete invoices will be
returned to the contractor without processing for payment until a corrected invoice is received. A proper
invoice is defined as one that includes all of the information and documentation described in the contract
clause in Section D, below. This includes:

a. Invoice Numbers: The number must be a unique number and used only once at BPA for that
contractor. For example, Invoice #12345 from contractor “A” cannot be assigned to two separate
contracts.

b. Invoice date: Date invoice was sent to BPA.

c. Invoice Period: This span of time represents the traditional/standard period of time the
contractor’s agency invoices (i.e., March 1 — March 31). This corresponds to the period when
the charges were paid by the contractor.

d. Performance Period: The range of dates, or date, the work being invoiced was actually
performed. This period may vary from the invoice period if the billing includes receipts from
sub-contractors, purchases, etc., which occurred before the current invoice period.

BPA will reject any invoice without a ainvetee performance period (therange-of datesthatthe-werk
being-inrveiced-wasperformed). If the invoice performance period covers more than one (e.g., 12

month) budget period or BRA federal fiscal year, the contractor must provide a sub-total of the
costs attributable to each budget period or fiscal year. For example, work performed prior to
September 30 should be sub-totaled separately from work performed after September 30). Invoices
ferutiities from utility contractors (gas, electric, etc.) are exempt from this requirement.
e. Backup documentation: Invoices must include the minimum additional documentation required by
paragraph (b) of the payment clause.
2. Allowable costs: Allowable costs shall be determined in accordance with Section 6.1, above.
3. Prompt Invoice Submittal: The contractor shall submit invoices promptly. Invoices shall be
submitted no more than 90 days after performance of the work unless an exception is approved in
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advance by the Contracting Officer in accordance with the Payment Clause (see Section D, below).

Exceptions may be allowed only if one or more of the following criteria is met:

a. The contractor nermaly-bills has requested to bill BPA less often than monthly and this is
acceptable to BPA. For example, if the contractor and BPA agree that quarterly billing is
acceptable, invoices must be submitted within 60 days after the end of the quarter.

b. the nature of the specific work being performed makes it clearly impractical to submit invoices
within 90 days. If the delay is caused by subcontractors, the contractor must cite the actions it is
taking to reduce the lag time for contractor invoice submittal.

CO’s shall forward any approved exceptions to the Vice President of EF&W (or delegate.) Contractors

whose accounting systems are not currently set up to submit invoices within 90 days after performance

of work are also subject to these requirements. They shall take actions to fully comply and in the
interim shall provide BPA with a close approximation of the costs incurred. Future funding may will be
adversely affected for contractors who continue to submit late invoices or regularly request exceptions to
this policy.

4. Maximum Invoice Frequency: For existing contracts (including contract renewals), BPA will
continue to accept invoices submitted more frequently than monthly if the contractor has done so in the
past. For new contracts, BPA will not accept invoices submitted more frequently than monthly. Utility
contractors are exempt from this policy.

5. Payment Terms: For existing contracts with renewal dates on or after February 1, 2004, payment terms
less than “Net 15 will be converted to “Net 15.” For new contracts executed on or after February 1,
2004 that are under new projects, payment terms shall be “Net 30” unless approved by the Vice
President of EF&W (or delegate).

6. Interest Charges: Invoices may not include any interest charges for timeliness of payment.

7. Credits: Refunds or credits to BPA as a result of previous errors in billing, overpayments, or other
rebates or refunds shall be applied by the contractor to the invoice submitted immediately following the
identification of the need to issue a refund, credit, or rebate to BPA. Credit amount, sources, and
calculations shall be explicitly identified on the invoice or supporting documentation. Do not
submit the refund or credit as a check or cash if the contract is currently active. Separate statements to
BPA indicating a credit amount to be applied by BPA (not attached to an invoice) to offset future
payments will no longer be accepted by BPA. If the contract is closed, contractors will not be able to
offset the refund or credit against the existing contract. Only in this case will contractors be allowed to
submit a check.

8. Revised Invoices: If the contractor needs to correct or revise a previously submitted but not yet paid
invoice, the contractor shall note on the corrected or revised invoice: “Corrected/Revised Invoice —
Corrects invoice # previously submitted.” The revised invoice must have a revised invoice
date.

9. Electronic Funds Transfer: F&W contractors will use electronic funds transfer as the payment method
to comply with Bonneville Purchasing Instructions 22.6, which states “Electronic funds transfer (EFT)
shall be the primary payment method for contract invoice and contract financing payments as required
by 31 U.S.C. 3332(e), with limited exceptions.” BPI Clause 22-20, Electronic Funds Transfer Payment,
shall be included in all contracts and intergovernmental contracts. Electronic funds transfer will be
approved to no more than 1 EFT account number per contractor name and location.

10. Ceilings and Spending Caps: Invoices that exceed the contract ceiling or Spending Cap will be
rejected in full and returned to the contractor with an explanation.

D. Contract Clauses and Implementation Strategy

1. Ifneeded to conform to the policy described in section C5, above, payment terms (Net 15, Net 30) will
be revised when contracts are bilaterally renewed on or after February 1, 2004.
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2. A payment clause similar to the following will be unilaterally added to all Intergovernmental Contracts
after the effective date of this Manual. To provide for a reasonable transition, BPA will continue to
correct and pay contractor invoices until January 31, 2004, and will notify contractors of needed
corrections or additional documentation.

Principles of IGC Payment Clause:
(a) The contractor shall submit proper invoices on a monthly basis in arrears to:
Bonneville Power Administration
(Program Analyst-KEWB-4)
PO Box 3621
Portland OR 97208-3621

A proper invoice must include all of the following information:

1. Name of contractor (must reasonably match the name on the contract);

2. Contractor address (only when not set up as Electronic Funds Transfer);

3. Invoice date;

4. BPA contract number;

5. Contractor invoice number (must be a number unique to the contractor and not used on any other
invoice with BPA);

6. Invoice Performance Period (e.g., "For work actually performed during the period of June 1 through

June 30, 2003"). If the invoice performance period covers more than one budget period or BPA fiscal
year, the contractor must provide a sub-total of the costs attributable to each budget period or fiscal
year. For example, work performed prior to September 30 should be sub-totaled separately from
work performed after September 30);

7. Shipping terms, if applicable (i.e., FOB Destination);

8. Contact name, title and telephone number;

9. For fixed price contracts: Description (including, for example, contract line/sub-line number), price,
and quantity of goods and services rendered;

10. For cost reimbursement contracts: Documentation required under section (c), below.

(b) The contractor shall submit invoices promptly. Invoices shall be submitted no more than 90 days after
performance of the work, including the work of subcontractors, unless the Contracting Officer has
provided a written exception and established another deadline. If the contractor is unable to submit an
invoice within 90 days, the contractor shall contact the Contracting Officer through the COTR regarding
the reason for the delay. If acceptable the CO will provide written authorization for submittal of a late
invoice. Any invoice received after 90 days of work performance that has not received prior approval by
the CO will be treated as a “non-routine request for payment”. Non-routine request for payment will result
in a review of the contractor's overall record of timely invoice submittals. BPA may require the contractor
to develop a written plan to reduce the instances of late billings. BPA may also review spending levels,
work accomplishment to date, and program funding levels. This review could potentially require
additional negotiation or partial termination of other work tasks to accommodate payment of the non-
routine request for payment. Payment terms specified elsewhere in this contract (e.g., Net 30, etc.) do
not apply to the payment of non-routine requests for payment.

(c) For Cost Reimbursement Contracts, the contractor will provide a summary of the approved budget by
line item for the current budget year and provide cumulative expenditures, for the current contract
period, by line item to date. The categories below are the minimum level of documentation
required for each line item. A-itemi isti iture e yline-i e

F I I II I |, I " P :

Documentation NOT

. Minimum Documentation Required Required
Line Item

Description

**See note below for exceptions **See note below for
exceptions
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Line Item

Description

Salaries — direct
labor only

Minimum Documentation Required

**See note below for exceptions

A list, by position title, showing units of time
and pay rate in the same units used in the
contract’s budget. For example, this could be
hours worked multiplied by hourly rate, or in a
monthly salary unit. Alist-by-pesition-title
shewing-the-hours-werked-and-hourly-rate-

This must be consistent with the labor categories
shown in the awarded budget. On a quarterly
basis, the COTR may request individual employee
names as a “spot-check” to verify the specific
individuals whose time is being charged to the
contract. Individual invoice approvals shall not be
delayed during this “spot-check” and any
adjustments, if necessary, will shall be made in
subsequent payments.

Documentation NOT
Required

**See note below for
exceptions

Individual time sheets
and employee names.

Salary Fringes

Must be itemized-stated at the same rates in the
approved indirect rate agreement.

Detailed information
supporting fringe
benefit amounts, such
as insurance policies,
etc.

Travel and
transportation
(including per diem)

Copy of the summary page of the travel voucher or
other document(s) that was used to reimburse the
person that traveled. List purpose of travel,
destinations, and dates if not on the summary
page. A single summary page, rather than
individual copies of travel vouchers, is
required when more than 5 people traveled
during the invoice period.

Airline ticket receipts,
hotel receipts, meal
receipts, etc.

Vehicles

For GSA vehicles identify the cost per month.
Do not bill for costs such as new tires, repairs,
etc., since these costs are included in the GSA
rental cost. Very limited, legitimate non-GSA
covered costs may be allowed.

Privately Owned Vehicles (POVs) must show
costs in miles multiplied by rate. POVs do not
receive additional reimbursement for repairs,
and maintenance costs.

Copies of receipts,
gas bills, etc.

Training/Tuition

Description of the training received, who received
the training, dates of the training, and cost of the
training. Level of detail must be adequate to
determine whether it is allowable under the F&W
Contract Management Manual.

Conference registration
receipts, payment
vouchers, etc.

Equipment and
materials greater
than $10,000 per
item (non
expendable)

Itemized description of the equipment, date of
purchase, purchase cost, model number, and
serial number.

Copies of receipts,
freight bills, etc.
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Line Item
Description

Equipment less
than $10,000 but
more than $1000
per item

Minimum Documentation Required

**See note below for exceptions

Itemized list of equipment with year purchased.

Documentation NOT
Required

**See note below for
exceptions

Copies of receipts,
freight bills, etc.

Miscellaneous
Supplies and
Equipment under
$1000 per item

Summarize the kinds of equipment and
miscellaneous supplies by type (e.g., office
supplies, power tools, camera, etc.).

Copies of receipts,
freight bills, etc.

Operations, repair
and maintenance
(including computer
services)

For repairs and maintenance over $100, itemize
what service was obtained and the cost (e.g.,
repair of a motor).

Copies of payment
vouchers, repair
invoices, parts bills, etc.

Equipment Rental

For rentals, within a one-month period that
exceeds $500, provide description of what was
rented, dates or hours of rental, and rental rates
and whether rates include operator.

Rental receipts, time
sheets, etc.

Easement,
Purchase, or lease
of land

Specify area and type. For example:

Purchase 500-acre Jones property, grazing
allotment, in perpetuity.

15-year lease on riparian zone 300-foot buffer
on both sides for 'z mile on June Creek.

Overhead/Other
Indirect Costs

Identify the overhead/indirect rate used to
calculate the dollar amount. Rates shall be
applied consistent with the current rate negotiated
by the Cognizant Audit Agency or by the CO. If a
revised rate has been approved by the
Cognizant Audit Agency, provide a copy of the
approved rate agreement to the CO.

Identify the line items in which the indirect rate
applies to.

Iltemized lists or records
of costs included in
overhead or other
indirect costs.
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Line Item
Description

Subcontracts (also
include when work
being billed was
performed by
subcontractor)

Minimum Documentation Required

**See note below for exceptions

If the subcontract is a cost reimbursement

Documentation NOT
Required

**See note below for
exceptions

cost reimbursement

contract, and greater than or equal to 50% of
the contract amount, the subcontract costs
shall be provided in the same level of detail as
those required above for the prime contractor.

If the subcontract is a fixed price contract,
itemize each subcontractor cost by: vendor
name, work accomplishment dates, and

contract: Same
guidance as for prime
contractor line items.
above.

fixed price contract:
itemized receipts.

amount spent. This applies for both
“progress” payments, or “payment in full” (at
the end of performed work) according to the
vendors subcontract terms.

Summary Financial
Information

By line item, provide a summary of the
approved budget and cumulative expenditures
to date for the current contract period (e.g.,
March 1%, 2004 through April 30", 2005). Also
identify the fiscal year spending cap, as
established or amended in your contract, and
the current balance of unspent fiscal year
spending cap funds.

Provide-a-summary-of-the-approved-budgetforthe
eorrentlbudgaifor both the controct-budgetyear

| fiscal | Lt i
date:

**More detailed information may be required when certain situations occur such as those listed below
where the CO, COTR, and their manager determine more detailed information is needed: (this list is
not intended to be all inclusive).

* Amounts billed are inconsistent with the negotiated budget, such as:

(o]

0o
0o
0]

O O

(o]

(d)

Fringe benefits are different than negotiated

Labor category rates and/or categories are different than negotiated

Equipment is different or costs more than negotiated

Indirect cost rate is different than Cognizant Audit Agency current approved rate or CO negotiated
rate, whichever is appropriate

Budget line item is expended at a faster rate than expected based on Work Schedule

Extensive line item transfer requests are occurring

Overcharges or other invoice abnormalities occur.

Non-itemized and/or incomplete billings will be returned to the contractor without processing for payment

until a corrected invoice is received. Allowable costs shall be determined in accordance with the cost
principles of the F&W Contract Management Manual and applicable OMB Circular (or BPI Appendix 13A
for commercial contractors).

(e) Additionally, invoices will be returned if:

1.

The amount exceeds any established Spending Cap or the contract award ceiling;
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2. The invoice billing period is for work performed after the last day of the contract performance period;

(f) Adjustments

1. Refunds, Rebates or Credits. Separate statements to BPA indicating a credit amount to be applied
by BPA to offset future payments will no longer be accepted by BPA.

» Active/Current Contracts. Refunds or credits to BPA as a result of previous errors in billing,
overpayments, or other rebates or refunds shall be applied by the contractor to the invoice
submitted immediately following the identification of the need to issue a refund, credit, or rebate
to BPA. The invoice where the credit or refund has been applied shall include an explanation of
the reason for the refund or credit. Do not submit the refund or credit as a check or cash.

» Inactive/Closed Contracts. Refunds or credits to BPA as a result of previous errors in billing,
overpayments, or other rebates or refunds shall be returned to BPA in the form of a check.
Contact the CO to determine to whom to address the check. An explanation of the reason for the
refund or credit shall be included with the check. Please do not submit cash.

2. Corrected or Revised Invoices. If the contractor needs to correct or revise a previously submitted but
not yet paid invoice, the contractor —agency shall note on the corrected or revised invoice:
“Corrected/Revised Invoice — Corrects invoice # previously submitted.” The revised invoice
must have a new date.

(g) Final payment.
The Contractor shall submit an invoice marked "Final Invoice" promptly upon completion of the work.
Upon approval of that invoice and upon the Contractor's compliance with all terms of this contract, the
BPA shall promptly pay any allowable costs not previously paid.

(End of clause)

3. An Electronic Funds Transfer clause similar to the following will be unilaterally added to all IGCs after
the effective date of this Manual. Until January 31, 2004, BPA will continue to make payments under
other methods to allow time for the contractor to convert their processes. The clause will be similar to
the text shown below.

Principles of IGC Electronic Funds Transfer Clause:

(a) Payment Method. Payments under this contract, including invoice and contract financing payments, will
be made by electronic funds transfer (EFT). Contractors are required to provide its taxpayer identification
number (TIN) and other necessary banking information as per paragraph (c) of this clause to receive EFT
payment.

(b) Contractor EFT arrangement with a financial institution or authorized payment agent. The Contractor
shall designate to BPA, as per paragraph (c) of this clause, and maintain at its own expense, a single
financial institution or authorized payment agent capable of receiving and processing EFT using the
Automated Clearing House (ACH) transfer method. The most current designation and EFT information
will be used for all payments under all BPA contracts, unless the BPA Vendor File Maintenance Team is
notified of a change as per paragraph (d) of this clause. An initial designation should be submitted after
award, but no later than three weeks before an invoice or contract financing request is submitted for
payment. Electronic Funds Transfer will only be approved to one EFT account number per Vendor
name and location.

(c) Submission of EFT banking information to BPA. The Contractor shall submit EFT enroliment banking
information directly to BPA Vendor File Maintenance Team, using either SF 3881, “ACH
Vendor/Miscellaneous Payment Enrollment Form” or BPA's “Vendor Express Enroliment Form.” These
EFT enrollment forms are available either from the Contracting Officer (CO) or from the Vendor File
Maintenance Team. If you have any questions or need assistance, please call the BPA “Vendor Hot
Line” at (503) 230-4004. Submit completed enroliment form to the following address:

Bonneville Power Administration

ATTN: Vendor File Maintenance (EFT) — TLF-4
PO Box 3621

Portland, OR 97208-3621
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(d) Change in EFT information. In the event that EFT information changes or the Contractor elects to
designate a different financial institution for the receipt of any payment made using EFT procedures, the
Contractor shall be responsible for providing the changed information to the BPA Vendor File
Maintenance Team office. The Vendor File Maintenance Team must be notified 30 days prior to the date
such change is to become effective.

(e) Suspension of Payment. BPA is not required to make any payment under this contract until receipt of the
correct EFT payment information from the Contractor.

(f) EFT and prompt payment. BPA shall pay no penalty on delay of payment resulting from defective EFT
information. BPA will notify the Contractor within 7 days of its receipt of EFT information which it
determines to be defective.

(End of clause)
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Section 6.3: Invoice Review and Approval

A. Introduction

COTRs must review and become familiar with BPI Appendix 14-A, Section 6, Acceptance and Payment.
Before a contract payment can be made, the COTR must certify that the work has been performed and that the
amounts charged are reasonable for the work performed.

The COTR is not responsible for the accuracy of each item on the invoice. The COTR is only expected to apply
a "reasonableness" check of the invoice. A review of the invoice, Work Schedule, and other financial data may
provide information indicating reasonable progress, or lack thereof, on the project. If COTRs have questions
about the allowability of a cost item, they should immediately contact the CO or Internal Audit staff.

B. General Policy

1.

2.

COTRs will certify invoices only if they have reasonably concluded that the invoiced work has been
completed as required by the contract. This may be done by site visits or a phone call to the contractor.
COTRs will insist on conformance to what the contract requires, not what the COTR may personally
believe the contract should have required. If the contract requirements are ambiguous, the COTR shall
use reasonable business judgment and consider the original intent of the parties.

COTRs will review invoices and supporting documentation to determine the reasonableness of direct
charges to the contract.

COTRs are not required to audit invoices, but are expected to use reasonable efforts and best judgment
in reviewing and approving invoices, including reasonable verification of mathematical accuracy and
review of supporting documents.

COTRs shall require only the minimum supporting documentation identified in the payment clause and
shall obtain management approval before additional information is requested of the contractor. (See
Specific Policy below.)

If COTRs do not know whether the work performed meets the contract requirements or if the charges
are appropriate, they must contact the CO and/or the BPA Audit Staff for advice.

COTRs should use a checklist similar to Exhibit 8 of BPI Appendix 14-A, Checklist for the Review of
Cost Reimbursement Contract Invoices, to facilitate invoice reviews. (A modified version of the
checklist is attached at end of this policy section.)

COTRs and KEWB shall review and accept or reject an invoice within 7 working days after BPA
receives a proper invoice. Contractors shall be notified immediately if there is a problem with their
invoice. The COTR shall notify KEWB of an unacceptable invoice and KEWB, in conjunction with the
COTR, will use a notification similar to Exhibit 7 of BPI Appendix 14-A, Sample Notice for Improper
Invoice, to notify the contractor of an unacceptable invoice.

If the COTR cannot complete the invoice review process within the period shown above due to
questions related to the invoice, the COTR may authorize payment of any portions of the invoice that are
not in question.

C. Specific Policy

1. For cost reimbursement contracts, the contractor will supply an itemized listing of expenditures for each
budgetary line item (see Section 6.2 D for standard payment clause).

2. The COTR may require more detailed documentation, subject to the criteria in the payment clause (see
Section 6.2 D) and the following process.

3. Before the COTR requires additional documentation from the contractor:
a. The COTR shall discuss the need for the additional information with his/her manager and the CO. If

a COTR Liaison has been established for the contractor, the Liaison should also be consulted.
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The Liaison or the appropriate manager shall discuss the need for the additional information with all
the COTRs working with the same contractor
The Liaison or manager and COTRs shall jointly develop a proposed strategy to address the problem
in a consistent fashion with the contractor
i.  Example 1: if the problem is indicative of a systemic problem, all COTRs with the same
contractor shall require the same level of supporting documentation on all invoices received
from that contractor until the problem has been corrected.

ii.  Example 2: if the problem appears to be a one time oversight or error, the COTR shall
request the additional information on the one affected contract only, but should continue to
monitor the situation for evidence of systemic problems.

The COTR, Liaison or manager shall obtain approval of the proposed strategy to address the
problem from the CO and from the Vice President of EF&W (or delegate) before implementing the
strategy and requesting the additional information. See Appendix B, Waivers.

4. COTRs shall use the guidance below in determining whether a cost is reasonable and whether it is
billable as a direct charge to the contract.

a.
b.

C.
d.

.

f.

Are the costs charged of an amount and nature that could be reasonably expected to accrue when
performing the work required of the contract?

Are the costs charged consistent with the pace of work described in the Work Schedule?

Is the purpose of the cost item specifically defined/required in the contract?

Is the cost item being used when the contractor's employee or subcontractor performs work under the
contract?

Does the contractor normally charge these types of costs directly to comparable contracts?

Is the cost item allowable as a direct cost? (See Section 6.1, the applicable OMB circular, or BPI
Appendix 13A.)

If the answers to all of the above questions are yes, the COTR should allow the costs as a direct cost and
approve the invoice.

If any of the answers are no, the COTR should disallow the costs as a direct cost and subtract the
known amount from the invoice total. If the specific amount is not known, the invoice shall be rejected
until such time as adequate documentation has been received and reviewed and approved or disallowed
as described above.
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To navigate between fields, use the TAB key.

Project no.
Contract no.

K
ey

Invoice Checklist

CPA Date

]

satisfactory or not applicable

X

not consistent with specifications

Contractor acronym

Subcontractor

COTR initials

Essentials KEWB reviewer: ‘

Comments....

(Version 6 revised February 18, 2004)

Contractor name (IPAC: Originating ALC #)

Contractor address (except IPACs)

Invoice date (IPAC: accomplished date)

BPA contract #

Unique Contractor Inv. #(IPAC: document ref. #)

Invoice Performance Period (when the work

was done)

Invoice Period (i.e., dates when current charges were

paid)

Contact name, title, phone #

cumentation Required COTR reviewer:

Salaries (titles, units, rates)

Fringe (rate(s) shown and consistent w/contract)

Travel/Transportation (Each person-trip: purpose,

destination, and dates). Voucher copies or Summary.
Summary required for > 5 people per invoice period

O O 0O4F OO O -Oood

Training/Tuition (Person, dates, description, cost)

Equipment

a. > $10,000 (description, purchase date, cost, model
#, serial # (BPA’s “Capital Equipment”)

b. $1,000-$10,000 (itemized list)

L O

c. < $1,000 & misc. supplies (summarized by type)

]

Operations, repair, and maintenance, incl. Computer

services. (ltemize service and cost if over $100)

[l

Equipment / Vehicle lease / rental (item, dates/hours,

rates, whether operator included, if over $500)

]

Overhead/Indirect (include rate; rate shown is current

negotiated)

Subcontracts

[l

a. ltemize each subcontractor, cost, and
dates work was performed)

]

b. The total of all subcontracts = 50% project
budget (use separate documentation checklist for each
subcontract and include subcontractor name)
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. Summary Financial Information (Provide a summary of
[ ] |the approved budget for the current budget year and
cumulative expenditures to date)

General
Notes
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Appendix A: Glossary of Acronyms and Terms

BPI: Bonneville Purchasing Instructions
CO: Contract Officer
COTR: Contracting Officer's Technical Representative

Cognizant Audit Agency: The Federal agency assigned responsibility for approving the indirect rates that will
be used for all Federal contracts of a particular contractor or agency.

Council: Northwest Power and Conservation Council (NWPCC)
EFT: Electronic Fund Transfer

EF&W: Environment, Fish and Wildlife

ESA: Endangered Species Act

GIS: Geographic Information System

GPS: Global Positioning System

IGC: Inter Governmental Contract

KEWRB: Finance, Budget, and Information Technology
NEPA: National Environment Policy Act

OMB: Office of Management and Budget
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Appendix B: Waivers

I.

COTRs and COs are required to comply with this Manual. If there are particular instances where a waiver
appears appropriate, the COTR shall first consult with their manager, who may recommend that the waiver
be granted and will help communicate with the rest of the Management Team to develop a consistent
approach. The Policy Team will consider waiver requests. Ultimately, only the Vice President of EF&W
(or delegate) may grant a waiver of this Manual. Therese Lamb has delegated this responsibility to Scott
Hampton (and Terry Larson in Scott's absence).

Waivers should generally be requested via email to simplify the process and ensure cc's are notified
concurrently of both the request and the approval.

Following is a waiver email template that includes the situations most likely to require a waiver.

To: Scott Hampton
cc: applicable CO, applicable supervisors (e.g., Paul Kruger, John Rowan and Mark Shaw)
From: PM/COTR

Subject: Waiver of Contract Manual

Regarding (Contractor), (contract number, if applicable), please (delete those that
do not apply and add a brief explanation to support the request)

approve a temporary ___day extension of the existing contract (contract number ) to allow time to negotiate
and sign a contract renewal. (Section 3.2, C, 3, a, Unauthorized Work)

approve a temporary ___day new contract to allow time for a Fully Executed Contract to be negotiated. (Section 3.2,
C, 3, a, Unauthorized Work)

approve invoice number in the amount of $ for work performed after the contractor
received a temporary extension or authorization from the CO to work without a Fully Executed Contract but before
the Fully Executed Contract was complete (signed by both parties). (Section 3.2, C, 3, ¢, Unauthorized Work)

approve the following revision to the Spending Cap (Section 3.5, B, 4, a, Spending Caps): (describe the change and
reasons for the change; add Val Lefler to the CC list)

approve payment for the following direct costs that are not allowed by the F&W Contract Management Manual.
(Section 6.1, B, 1, Allowable and Unallowable Costs) (describe the cost, amount, and provide explanation)

approve payment terms (e.g., Net 10) more favorable to the contractor than allowed by F&W policy. (Section 6.2, C, 5,
Payment Terms) (describe the reasons for the waiver request)

approve this request to require additional invoice documentation from the contractor above that required by the
payment clause. (Section 6.3, C, 3, Invoice Review and Approval) (describe the additional documentation required
and the reason it is necessary)

approve this request to waive the following section of the F&W Contract Management Manual (describe the request
and cite the section of the Manual to be waived)
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